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WORKDAY MOBILE 

INSTALL WORKDAY ON IPHONE 

To install Workday on your iPhone: 

1. Navigate to the App Store 

2. Enter Workday in the search field and select Workday from the 

search results.  

3. Tap Get > Install 

4. Tap Open once the app has downloaded 

5. Tap the boxes next to Accept Privacy Policy & Accept Terms and 

Conditions 

6. Tap Let’s Get Started 

7. When asked for your organization type - iowadot 

8. Tap the blue forward arrow. 

9. Enter your Microsoft office 365 username and password and tap 

Sign In.  

INSTALL WORKDAY ON IPAD 

To install Workday on your iPad: 

1. Navigate to the App Store 

1. Enter Workday in the search field and select Workday from the 

search results.  

2. Tap Get > Install 

3. Tap Open once the app has downloaded 

4. Tap the boxes next to Accept Privacy Policy & Accept Terms and 

Conditions 

5. Tap Let’s Get Started 

6. When asked for your organization type - iowadot 

7. Tap the blue forward arrow. 

8. Enter your Microsoft office 365 username and password and tap 

Sign In.  

9. your Microsoft office 365 username and password and tap Sign In.  

INSTALL WORKDAY ON ANDROID 

To install Workday on your Android device: 

1. Navigate to the Google Play Store 

1. Tap Search and enter Workday.  

2. Tap Install and accept the application permissions. 

3. Tap Open to launch the Workday app. 

4. Tap Open once the app has downloaded 

5. Tap the boxes next to Accept Privacy Policy & Accept Terms and 

Conditions 

6. Tap Let’s Get Started 

7. When asked for your organization type - iowadot 

8. Tap the blue forward arrow. 

9. Enter your Microsoft office 365 username and password and tap 

Sign In.  

HOMEPAGE 

Workday mobile is a great tool for basic self-service tasks. You can enter 

time, request time off, view payslips, and create expense reports. You will 

also be able to view inbox items and complete approvals.  
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1. Tap the Workday icon on your device. You will be brought to the main 

screen. Here you will see your most frequently used tasks, pay 

information, and time off. You can also access your inbox on the 

bottom bar of the homepage.   

  

 

 

 

 

 

TIME TRACKING 

1. When you tap Time Tracking and you will be taken to the screen where 

you can enter time or view your schedule.  

 

2. Tap on Enter Time to be taken to your weekly calendar where you can 

enter time or submit your time sheet. Begin by clicking on the day you 

want to enter time for and click Add New.  

  

3. The enter time screen will look very similar to the one on the computer 

and you enter your Time Type, Hours, and  Function Code (plus any 

additional areas that are required for your area) 
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4. Tap Ok 

5. You will now see your time on your time entry calendar.  

                  

6. You can also Auto-Fill from prior week if your time is the same. If you 

use this feature it will overwrite any existing time blocks you may have 

already completed.  
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7. Finally after you are done adding time for the week you can click 

this will take 

you to a review of your time where you will be able to review your 

entries one last time before actually submitting it.  

                  

TIME OFF 

1. Tap Time Off 

2. On the first screen you will see your balances. Remember your 

balances do not change until after the time off has happened.  

3. Tap Request Time Off to view your absence calendar and request 

days off.  

4. Tap on the day(s) you want off and then tap the Request Time Off 

button at the bottom.  
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5. Fill out all required fields 

YOUR PROFILE 

1. Tap your Profile Picture 

2. Tap View Profile 

 

3. Here you will find more information about yourself, your job, and 

your team. You can tap on any of the other categories to get more 

information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


